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Requesting Agency 
JDHTGOMEKI COURT? DEPARTMENT OF FIHAHCB 

2. Division or Bureau of Requesting Agency 
DIVISION OF REVENUE AND DISBURSEMENT 

3. Authorization Requested (Check only one of the squares below). 

•
Dispose of present accumulation. No 
additional accumulation is antici

pated. Records have ceased to have value 
t o warrant retention. 

B 
Establish retention schedule for re
cords for which there is a continuing 

accumulation. T h e records will cease to 
hove value to warrant their retention after 
the period of t ime indicated. 

•
Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4. 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

2i 

CANCELED CHECKS ' "-" ' "''" 

This file contains the canceled checks returned by the bank after 
payment has been raade» The checks, which Erasure generally 8§* x 
3~3A*» Are filed by bank and then by numerical order* The bank 
statements are ales filed with the checks* At the present time the 
County draws checks on fourteen different banks* The statute of 
Hesitation for civil court action on this type of record is three 
yearsj however, it is felt aht the checks have adninlstr&tive value 
for a period of five years* The checks are used in the external 
audit which is accooplished on an annual basis* There are 20 linear 
feet (U cubic feet) of checks In the offioe for the years 195>1 
through 19£U* The accumulation for earlier years is in the old 
Courthouse* however, it is impossible to estimate the volume* The 
annual accumulation at the present rate is approximately 10 to 12 
linear feet (2 cubic feet)* 
Bscoiiuaromosi RETAIN FOB F I T S YEARS 4 5 0 THE? DESTROY* 

Sa RECEIPTS - REAL ESTATB AND FE850KAL PRQpgtTY 
TidB file contains the receipted copy of the tax bill* The fcm is 
prepared on XBtf tabulating equipment in duplicate and oeasures 
9-3/8" x 3-5/8* (trlth stabs removed)* Both copies mast be returned 
by the taxpayer when payment is cade* At the tine of payment both 
copies are receipted* The original Is retained by the County while 
the duplicate Is given to the taxpayer* Payment say be Bade at 
either the bank or at the local office* Where collections are made 
by the bank, a deposit slip Is filed with the receipts* A cash 
register tape Is included with the receipts far collections nade at 
the local of flee* 

Tax receipts for real estate and personal property levies are filed 
7. Agency, Division or Bureau Representative 

Signature 

edule Authorized a s Indicated in Col . 6 by Hall of 
rds Commission. 

Date Archivist 

Disposal Authorized as Indicated in Col. 6 by Board of 
Public Works. 

1 3 1£54 
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4. 
J tern 

'No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents,r 

work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. '_ 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

together* Included In the file are the one<*half and three-quarter 
levy as veil as the annual levy* The receipts are filed by date of 
payment and then numerically by Election District* 

. • < . i . 

All tax payments are posted in the Tax Collection Books vhlch are thji 
official records for such payments* The receipts for real estate 
tax have current value only until after the annual deHnp>ent..tax~ 
property sale is held* The personal property tax receipts Should 
be retained for the three year statutory period* (Included Hji this 
file are the receipted stubs of the bill form for Special XcpBqye* 
meat Assessments* }Disposal recoaaendation for this record is covered 
under Item 3 below.) The present accumulation in the office area 
for the years 1950 - 1953 is approximately BO linear feet (20 cubic 
feet)» An additional unknown quantity is stored in the old Court* 
house* The annual accumulation is approximately 30 linear feet 
(8 cubic feet)* •« , , v 
RECOMMENDATION I RETAIN FOR THREE TEARS AFTER CLOSE OF TAX TEAR 
(ACTIVE FILE FOR ONE TEAR, TRACTIVE FILE FOR TWO TEARS) OR UNTIL 
AUDITED, WHICHEVER IS LATER, AND THEN DESTROY* 
SPECIAL IMPROVEMENT ASSESSMENT 
This unnumbered form (7* x 11") is prepared in original only and is 
a bill form for the collection of assessment Installments *. When 
the bill is .paid the stub is detached and retained by the County 
while the receipted bill is-given to the payor* The stubB are 
filed with the tax receipts (see Item 2 this schedule). All tax -
payments are posted in the Tax Collection Books which are the of
ficial records for such payments* The present accumulation for 
the years 195JO - 1953 for this.record is included in the accumula
tion listed in Item 2 above* . r. . 

[RECOMUSNDATIONI RETAIN FOR THREE TEARS AFTER CLOSE OF TAX TEAR 
( A C T I V E FILE FOR ONE TEAR, INACTIVE FILE FOR TWO TEARS) OR UNTIL 

|AUDITED, TTHTCHEVER IS LATER, AND THEN DESTROT* 

i 


